
NOTE:  This software application does not work on an iPod, iPad, Android, Blackberry, or any 
other mobile device. 
 
 
 
To apply for a boiler permit, log in to your Accela Citizen Access (ACA) account to arrive at the 
Dashboard. Complete the following steps. 
 
Select BCC Permits. 
 
 

 
 
 
 
 
 
 
 
 
After you select BCC Permits, the following screen will appear. 
 
Select Create an Application. 
 

 
 
 
 
 
 
 
 



 
The screen below will appear when you select Create an Application. 
 
Read the General Disclaimer. Place a check mark in the box indicating that you have read and accepted 
the above terms.  
 
 
Select Continue Application. 
 
 

 
 
Below is the next screen to appear.  
 
Select Permit Applications. 
 

 
 
When Permit Applications is selected, a list of permit application options appear as seen below. 
 
Select Boiler Permit.  
 
Select Continue Application to proceed to Step 1. 



 

 

  STEP 1:  
 
Step 1: This step has four sections – Address, Applicant, Licensed Professional, and Owner. You must to 
complete all four sections.  
 
Address: Type in the address where the boiler is located and press the TAB key on your keyboard. The 
cursor will move to the County field and the County and Township fields should auto populate. If those 
fields do not auto populate, type in the name of the County in which the job site is located. 
 

 
 
 
The second section to complete is the Applicant section. 



 
 Select Add New Contact. 
 

 
 
When the Contact Information pop-up appears, complete the three fields with the asterisks (*First, 
*Last, *E-Mail). From the dropdown arrow at Preferred Channel, select E-mail. 
 
Next, select Add Additional Contact Address. 
 
 

 
 
 
 
After you select Add Additional Contact Address the following screen appears. Complete the fields for 
Street #, Street Name, Street Type from the dropdown arrow. Select Mailing as the Address Type from 
the dropdown arrow. Complete the fields for City, State, and Zip Code.  
 
Now select Save and Close. 
 



 
 
After you complete the required fields and select Save and Close, you return to the Contact Information 
pop-up.  ✓Contact address added sucessfully appears. 
. 

 
 



Select Continue and the Contact Information pop-up closes. 
 
The third section to complete is the Licensed Professional section.  
 
Select Look Up. 
 

 
 
The Look Up License pop up appears. 
 
In the License Type field, select Boiler Installer or Boiler Repairer from the drop down arrow. 
In the State License Number field, type in your Boiler Installer or Boiler Repairer License Number. 
Select Look Up. 
 

 
(If the Licensed Professional Information pop-up box appears, complete all sections with an asterick and 
select Save and Close.) 
 
✓Licensed professional added sucessfully.  appears just above the Contractor’s name as in the example 
below. 



 
 
The Owner section is the last section to complete in Step 2. 
 
Type in the boiler owner’s complete name and street address. 
 
Now select Continue Application. 
 

 

 
 
STEP 2: 
 
Step 2: This step has two sections – Permit Information and Boiler Information.You must complete both 
sections as this step gathers information about the boiler being installed.  
 
In the Permit Information section from the drop down arrows, select the appropriate Permit Type, 
Boiler Use, and Nature of Business. 
 



 
In the Boiler Information section, you must complete all fields in the Installation section if this is an 
installation permit -or- you must complete all fields in the Repair section if this is a repair permit. 

 

 
 



 
Select Continue Application at the bottom of the page to proceed to Step 3. 

 

STEP 3: 
 
Step 3: This step requires Clearance Verification as well as offers the opportunity to upload documents 
to submit as attachments with the application.  Only the Clearance Verification section is required.  
 
In the Clearance Verification section, you must answer both questions. 
 
The Attachments section is optional.  Select Add if you choose to upload documents. 
 
Select Continue Application to proceed to Step 5. 
 

 
 

STEP 4: 
 
Select the Payment Method from the Dropdown arrow and select Continue Application to proceed to 
Step 5. 



 

STEP 5: 
 
Step 5: This step represents an opportunity to review your application before final submittal. All 
previously filled sections can be edited, if necessary, by selecting the appropriate Edit. When you are 
satisfied with your application, place a check mark in the certification box. Select Continue Application 
to proceed to your Cart. 

 



 

 



Cart: 
 
Cart: This is where the fees are paid. Select Check Out if this is your only permit -or- Continue Shopping 
if you need to pull additional permits. 
 

 
 
 
After you select Checkout, the Payment Method screen will appear. Select Next.  
 

 
 
 
 
 
 
 
 
 
 
 



 
Complete all fields with an asterisk. Please use your credit card billing address information. Select Next. 

                                                                                                                                                                                                                                                                                                                                          
 
 
 
 
 



 
 
This is the final screen before your payment is submitted. Select Pay Now. This submits your payment 
and your permit application. 

 
 
 
You will receive an email from noreply@accela.com within the next few minutes. The email will be your 
permit.  


